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HUMAN RESOURCES DEPARTMENT Created  

CLASSIFICATION SPECIFICATION

TITLE:                          CHIEF INFORMATION OFFICER           

DEFINITION 

Under genera l direction, to dire ct, supe rvise and  coordina te the programs and operations of the Information Systems

Department through administration of contract agreements with outside companies providing information systems

services to the City; to coord inate ass igned ac tivities with other City Departments and Divisions and outside agencies;

and to provide highly responsible and complex administrative support to the Assistant City Manager;   and to do related

work as required.

REPORTS TO: Assistant City Manager

SUPERVISION RECEIVED AND EXERCISED 

Receives general direction from the Assistant City Manager.  Exerc ises adm inistra tive dir ectio n ove r prof ess ional,

para-professional, technical and adm inistrative support staff.

EXAMPLES OF DUTIES  

Typical duties may include, but are not limited to, the following:

• Assume ma nagem ent re sponsib ility for all In form ation  Syste ms  Divis ion se rvices and activities through

adm inistration of c ontract a greem ents; rec omm end an d adm inister policies  and pro cedure s. 

• Ensure effective delivery of information services to user Departments through continuous interaction with the

City’s  information services provider; continuously monitor contractor managem ent staff to ensure effective

leade rship  to the  City.

• Manage and participate in the development and implementation of goals, objectives, policies and priorities for

the City’s inform ation serv ices; review  and app rove stipu lated serv ice levels.  

• Ensure mainte nance  of system s applica tions includ ing adhe rence to  contrac tual provisio ns relating  to baseline

service levels.

• Con tinuously monitor and evaluate the efficiency and effectiveness of service delivery methods and procedures;

assess and monitor administrative and support systems; identify opportunities for improvement; implement

recommendations.

• Act as a liaison between contractors and user Departments on all information service matters.

• Represent the City in meetings with contracted service providers; prepare cost and tim e estim ates relating  to

enhan cem ents to existing systems applications as well as new systems; ensure accurate inventories of

equipm ent are m aintained. 

• Review and eva luate recommended application software packages as submitted by the contrac tor; participa te

in the evaluation of hardware and operating system s softwa re;   research and evaluate technical products in the

mar ketplac e to facilitate ha rdware  and so ftware en hance men ts. 

• Prepare and m onitor requests fo r prop osa ls for  cont ract s ervic es; evalua te res ponses , conduc t cos t benefit

ana lysis and prepare staff reports for City Council with recommendations; prepare contracts and monitor

adherence to project schedules and agreements.
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• Coord inate with the City Atto rney’s office  on con tract m atters inclu ding dev elopm ent, implementation and

contract resolution.

• Plan, direc t, coordina te and re view the w ork plan  for the D epartm ent.

• Activ ely participate in  mee tings with all us er Dep artme nts and the City’s contractor regarding the City’s long and

short-term strategic plan; negotiate effective resolution to problems and provide alternatives to meet information

systems needs.

• Develop and analyze the request for proposa l and request for quote for all information technology providers.

• Manage and participate in the develo pme nt and ad ministra tion of the Inf orm ation Syste ms D epartm ent’s bud get;

forecast additional funds needed for staffing, equipment, materials and supples; m onitor and approve

expen ditures.  

QUALIFICATIONS

Know ledge of:  

• Operational characteristics, services and activities of a comprehensive information systems program.

• Organizational and management practices as applied to the analys is and evaluation of programs, policies and

operational needs.

• Principles of systems analysis and design, data base management and on-line computer programing.

• Modern and complex principles and practices of program development and administration.

• Principles of supervision, training and performance evaluation.

Ability to: 

• Effe ctively  plan, organize, direct and coordinate a comprehensive Information Systems Division including

supervis ion of  ma nagem ent, s upe rviso ry, pro fess ional a nd techn ical pe rson nel.

• Dele gate  authority an d res ponsibility to  appr opria te pe rson nel.

• Negotiate and implement effective resolution to issues both internal and external to the Division.

• Effe ctively  identify and respond to issues, concerns and needs of the City related to Information Systems

tech nolog y.

• Comm unicate clearly and concisely, both orally and in writing.

• Establish and maintain effective working relationships with those contacted in the course of work.

• Select, tra in, superv ise an d eva luate  profess ional a nd techn ical pe rson nel.

Education and Experience: 

Any combination of experience and e ducation  that w ould lik ely prov ide the req uired  kno wledge an d abilitie s is

qualifying.  A typica l way to obtain th e know ledge an d abilities wou ld be:  

Education: Equivalent to a Bachelor’s Degree from an accredited college or university with major work

in computer science, information man agemen t, business or public administration or a related

field.  A Master’s Degree is highly desirable.

Experience: Five to six years of professional information systems management experience, includin g

utilization of m icro, m ini and mainframe applications, managing in a multi-vendor and

contractor service environment, three ye ars of which were in a supervisory/management

capacity.
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MEDICAL CATEGORY:    Group 1

NECESSARY SPECIAL REQUIREMENT

Possession of an appropriate, valid class “C” California Motor Vehicle Operator’s License.

CAREER ADVANCEMENT OPPORT UNITIES

FROM: Chief Information Officer

TO: Assistant City Manager


